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Unit # 2 
Digital Skills with Google Workspace 


L 


rning Outcomes 


Explain Google Workspace and differentiate it from Microsoft 
Office 365. 


2. Demonstrate sharing and collaborating using Google 
Documents, Sheets and Slides- using comment, edit, and 
Suggesting modes and view revision history. 


3. Explain Google Drive to manage (sharing files and folders and 
adjusting permissions) and organize files, access items offline 


and see activity updates. 


L 


4. Introduce Gmail and Illustrate how to setup Gmail account. 


rning Outcomes 


Optional Topics Below: 


5. Discuss Google Meet and explain how to setup a meeting, 
joining a meeting etc. 


6. Create a Google Form, collect, extract and examine the data 


collected from it. 


Google Workspace 
and 
Microsoft Office 365 


VW 


oogle Workspace and Microsoft Office 365 are 
comprehensive productivity suites designed to enhance 
collaboration, communication, and document management in 
both personal and professional settings. 
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Microsoft Office 365 


Another suite offering applications like Outlook, 
OneDrive, Word, Excel, PowerPoint, and Teams. 


Provides desktop applications alongside online 
collaboration. 
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Google Workspace 


A suite of cloud-based applications including 


Gmail, Google Drive, Google Docs, Sheets, Slides, 
and more. 


It is Known for real-time collaboration and ease of 
use. 
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Google Workspace 


Google Workspace 


Google Workspace, 


Google Workspace formerly known as G 
Suite, encompasses a 


| range of applications that 

M 6 D T foster efficient 
collaboration and 
communication 


Pa 


Google Workspace 


e Gmail: Email platform 


© known for its clean 
mall interface and powerful 


search capabilities. 
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Google Workspace 


Google 
Vay Drive 


Google Drive: Cloud 
storage solution enabling 
seamless file sharing and 
access across devices 
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Google Workspace 


Google docs 


Google Docs: Online 
document, spreadsheet, 
and presentation editors 
with real-time 
collaboration features. 
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Google Workspace 


e Google Sheets: Online 
document, spreadsheet, 
and presentation editors 
with real-time 


Google Sheets collaboration features. 
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Google Workspace 


e Google Slides: It is a 
cloud-based presentation 
software 


Google Slides 
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Google Workspace 


Google Meet: Video 
conferencing tool for 
online meetings and 
webinars. 
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Google Forms 


Google Forms: It is used to 
create custom forms, 
surveys, questionnaires, 
and quizzes. 


Google Forms 
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Collaboration 
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* Collaboration is made seamless 
through Google Workspace 
applications like Docs, Sheets, 
and Slides: 


e Real-Time Edits 


e Live Comments 


VW 


Real-Time Edits 


e Multiple users can work 
Simultaneously on the same 
document, spreadsheet, or 
presentation, facilitating quick 
collaboration. 


e Collaborators can comment 
Live Comments directly on specific parts of 
the content, fostering 
discussions and feedback 


Collaboration Modes 
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In Google Docs, Sheets, and 
Slides, three collaboration modes 
enhance teamwork: 


e Edit Mode 
Comment Mode 


«View Mode 
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Edit Mode 


Collaborators can make direct 
changes to the content. 


Comment Mode 


Suggestions and feedback 
can be added as comments 
without altering the original 
content. 


View Mode 


Collaborators can only view the 
content. 


Version History 


File 
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Edit View Insert Format Tools Exte 


New > 
Open Ctrl+O 
Make a copy 

Share > 
Email > 
Download > 
Rename 

Move 


Add shortcut to Drive 


Move to trash 


Version history > 


Make available offline 


Version history ensures transparency 
and traceability of changes: 


*Accessing History 
e Restore 


eCollaboration Tracking 
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Accessing 
History 


Users can view all edits made 
to a document over time. 


Restore 


Previous versions can be 
restored if needed 


Collaboration 
Tracking 


See who made specific 
changes and when. 


Google Drive 


E Google Drive 


Google Drive simplifies file management 
and organization: 


eCloud Storage 
e Folders 


e Search 


Cloud Storage 


Store files securely in the 
cloud, accessible from any 
device. 


Folders 


Organize content using 
folders to maintain a 
structured approach. 


Search 


Powerful search functionality 
helps find files quickly. 


Offline Access 
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Unable to connect to the Internet 


This Photo by Unknown Author is licensed under 
CC BY 


Sync files to access them 
offline and edit without an 
internet connection. 
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Controlled Access 


Google Drive's sharing features 
allow controlled access: 


*Share files/folders with specific 
users via email or link. 


e Control access levels (view, edit, 
comment) for different 
collaborators. 


Gmail 
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Gmail is a widely-used email 


© service known for its user- 
| lal friendly interface and powerful 
features 
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Gmail 
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*User-Friendly: Clean 
layout with intuitive 
organization. 


e Powerful Search: Gmail's 
search functionality helps 
locate emails quickly. 


*Labels and Categories: 
Organize emails using labels 
and categories. 


Creating a Gmail account is straightforward: 
Step # 1: Visit Gmail: Go to the Gmail Sign-up page. 


Step # 2: Enter Details: Provide your name, desired email address, 
and password. 


Step # 3: Verification: Verify your identity through a code sent to 
your phone or alternate email. 


Step # 4: Customize your profile information if desired. 


Questions? 


References 


e Google Workspace Learning Centre 
https://support.google.com/a/users/answer/9389764?hl=en 


* Google Drive for Beginners - The Complete Course - Including 
Docs, Sheets, Forms, and Slides 


Nhttps://www.voutube.com/watch?v=h9UrHBzw0H8 
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